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ADMINISTRATIVE INSmUCTION 

NUMBER 20- 

SUBJICTj Reward for Superior Accomplishment 

1. Legal Bagla* 

The Classification Act of 1923, as amended by flections li03 sod iiOU of 
the Federal Employees » Pay Act of 30 June 19U5 (Public Law 106 * 79th 
Congress, 5 U.3.C.A. 66 (f ) and (g>), provides statutory authority for grant- 
ing within-grade pay increases as rewards for superior accomplishment in 
conformity with regulations currently set forth in USCSG Departmental Cir- 
cular No. 51*0, dated 5 October 191*5. 

2. Committee oa Super ior Accomp li shme nt. 

A CIA Committee on Superior Accosnliehaent is hereby established com- 
posed of the following t 

Executive Director 
Executive for Administration 
and Management 

Chief, Management Branch, A&M 
Chief, personnel Branch, MM 
One representative designated by 

Assistant Director or Staff Chief concerned — Member 

3. The committee will review all recoioaended rewards for salary increases 
for superior accomplishment and make recommendations to the Director. 

h. Conditions of Eligibility . 

Eligibility for with in- grade salary advancement as a reward for superior 
accomplishment shall be subject toi 

a. Sufficiency of available appropriations. 


Chairman 

Alternate chairman 
and member 

Member 

Member 
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b. Superior accosplisfcraent conforming to t m standards es uablisned 
in this instruction. 

c . compensation of the individual concerned being less Um inn 
maximum rate of compensation for the grade of his position. 

b. Ho previous advancement as * rward having oesn authorised for 
the individual concerned during the prescribed waiting period for a 
normal periodic nay increase. 


Standards arm Criteria for Superior Accompli shments Hewnns. 

^ a. A superior accoaplxennent warranting the additional advancement 
of an employee must meet one of tne following teste i 

(1) Sustained wore performance for a period of at le. at three 
months of sacn a nature tnat it not only meet# t.*e requirements 
for the highest attainable efficiency rating but merits distinction 
among those too are given suca rating or among those wnosa current 
■work perfo ruanc® is sufficiently outstanding to justify * * c> * 1 0 * 

(2) Initiation of an idea, method or device waicn has oean 
developed and adopted to improve the public service or provide for 
;iora economical operation in the public interest. 

0 ) a special act or service in toe puolxc interest, related 
to official employment and over and above normal position require* 
meats, of such an unusua or distinctive character that its recog- 
nition as a basis for an additional advancement would serve as e 
definite incentive to others. 

b. When an employee is recoiffiseaded for an additional advancement 
under paragraph >a(l) above, toe recommendation must include • 
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(1} k statement than the io/ee has had, far a period of at 
least si* months immediately ^receding the date of the recQaamonda- 
tion, an efficiency rating of "excellent" or that he merits »ieh a 
rating at the tiao the recortnendition is made# 

(2) A description of iow the employee would have to perform 
his duties in order to meet the standards of performance normally 
expected .in the noa.it. ion. 

{3} A description of -low the srarloyee actually -#»rfom*d hi# 
duties in order to be rated "excellent*. Ibis should include facts 
concerning the quantity and quality of the employee's work, to* 
Manner of performance, personal traits, and other evidence of 
superior accomplishment, Phiu part of the recommendation should 
bo in specific tanas with examples bo enow how he met tne standards 
of an "excellent" employs*. 

'.!<} A description of how the employee's performance merit* 
distinction among other employees rated "excellent" or t*io ar • 
worthy of such rating; and Lew such performance was an incentive 
t-3 otasr emoloyeaa. 

c. Example* of tae types of acts or service which m#»t justify 
additional advancement under paragraph pa(2) and (3) above aret 

(1) Distinguished aahisvoment in improving the morale of 
employee*. 

(2) Outstanding contribution to management or operations 

(3) Monetary saving to the government. 

{’;) Act, service, or valor over and above the call of duty. 

( 5 ) Performance whies has involved the overcoming of unusual 
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dU Examples wuich by theaselvea acceptable for r * t05B ®® ,wys " 

tion for superior accoop lisi amt rewards are listed below: 

(1) Long hours voluntarily wrlceb. 

(2) Loyalty to the service. 

(3) Efficiency rating of *«ry uood or ijweilent. 

(1 A ) performing duties of * higher grace, wn tea situs ti >n couiu 

have been corrected by reallocation. 

(ij) Reallocation to a higher grace without salary increase. 

( 6 ) Long and faithful service. 

procedure . 

a. All recoiaaendatione for w„ twin- grade promo tirn* under viaj 
Instruction will be subiiiitied in triplicate on Form x /— 3 (rnrsonnei 
Action ), accompanied by detailed basis for the recoxaeadation, through 
the Chief, personnel Branch, All, to the eosaaitiee. Jhe type ox action 
sh.o:^p(|'' be shown on Fora 37—3 a* 11 pay Increase for superior Aevoap l x s h- 
nent**, and the effective date shall be the Beginning of tha first pay 
period following the approval by Director* 

b, The committee will review aae forward to tns director for final 
action an re commendations which, ia the opinion of the cosml tee, meet 
the standards established for suca an increase* 

c* Recornnteada tione which, in the opinion of the committee, do not 
meet established standards for advsne«w#nt will be returned t> the 
initiating officer with a statement of reasons for the committee's 
action, in such cases. Assistant Directors and Staff Chiefs concerned 
may appeal to the Director if they so desire. 
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d* Th« Chief, '’ersoniiMi. *>raiea f will be responsible for ree^uaaend- 
ing adequate publicity for such rewards so that tuey *<iay serve as as 
incentive to all eianloyees. 
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